




























































































































































































FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-510.00
POLICY SECTION: LABORATORY SAFETY

Subject of Policy: Fire Safety and Control
Date of Approval/Revision: October 1, 1991
.01 Guidelines in case of fire:

A, Immediately extlngulsh the fire if this can be
accomplished using fire extinguishers | sent in the
laboratory. Be aware of possible pro tion of toxic
gaseg with certain extlngulsher typ and always use
caution. Notify a supervisor when re occurs.

B. If someone catches fire, get tha%#%dlvidual to drop to
the floor and roll, wrap in 2@ blanket, or use a
safety shower or extlngulsher {‘ he fire out. Call
for immediate medical ,Q?nd inform the
supervisor,

C. If a fire cannot be re (Ry.ggk shed using existing
equipment, pull a ne{? exit the building.

.02 Exit Procedures:

A,

C.

All persons mu(@ Q@J @ bulldlng immediately upon
sounding of Fire routes appear on diagrams

riear most S}

Close alk géb qggsandows and turn off all lights upon

exitingo 0 @

Per nel must ‘mMeet at a designated point away from the

b@% ding as soon as p0881b1e after exiting. Emergency
ponse personnel and supervisors should be immediately

notified of missing persons.

Remain at the outside assembly point until instructed
otherwise by a supervisor or emergency response
personnel.
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POLICY NUMBER 91-910.00, cont.
POLICY SECTION: Laboratory Safety

.03

.03

Fire extinguisher types:

Most laboratory extinguishers are multiclass types and can be
used on different types of fires. However, it is still
possible that some single class extinguishers exist within the
Bureau. Determine actual extinguisher type before attempting
to fight any fire. The following is a chart outlining fire
and extinguisher types. ‘

| )
TYPE OF FIRE EXTINGUISHER TYPE,
\

paper, trash, etc. wate carbon dioxide,
d@b chemical, or foam

flammable liquids, gas, oilsg, (\“carbon dioxide, foam,
etc. {Sb %§;on, or dry chemical

<2(> (:S) ¢<\
electrical fire or fires .cfb X H{é§% or carbon dioxide
involving instruments N QQ @ avoid using dry
o' chemical)

or computers
Aoy
SN
Notifying emexrgency a%é$0%5§>p nnel:

. S & ,
Whenever a medical dner v re, etc. occurs that requires
specially traine er nedy, laboratory personnel should
notify the aut ti lephone using the 911 emergency
number. Foll h thggﬁltions of the 911 dispatcher and do

not hang up @atil\ko o do so.
FS 0

&S
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 1-911.00
POLICY SECTION: Laboratory Safety.

Subject of Policy: Flammable Storage/Structures and the

Storage of Concentrated Acids and Bases
Date of Approval/Revision: October 1, 1991
-01 Metal safety cans, specifically designed for st ge of

.02

.03

.04

.05

.06

flammable liquids, are preferred containers f such.

No more than 125 ml {(one-fourth pint) of flammable
solvent may be stored outside of a storag inet. This
cabinet constitutes a designed structqsp approved for
storing such materials. Under no ci mgtances should

within the confines of the laborat lvents should

be stored on open well ventllateQ h%@

more than 50 gallons of flammab1£s<}1q§ids be stored’

A refrigerator used to les must be
explosion-proof and approve%) rage.
Flammable storage str re \vs c as cabinets or
refrigerators must neve t 1n high traffic areas
or where they preven ’é@ba@?> the facility should a
fire occur.

()
Concentrated acids an%Sbaség'w1ll not be stored in the
gsame cabinet w éh £ materials.

Materials }‘@t ggover time to wmore hazardous

compounds X fe.g. ——e(ﬁ? 8 or concentrated peroxides),
should be,purchased "in the smallest quantltles needed,
and st ge volumes should be kept to a minimum.

QK
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' FORENSIC SERVICES POLICY MANUAL

PCLICY NUMBER: 91-912.00
POLICY SECTION: Laboratory Safety .

Subject of Policy: General Safety Guidelines
Date of Approval: October 1, 1991
.01 General Procedures

A,

All personnel must wear a laboratory coat whqp performing
analyses.

Y
Mouth pipetting is strictly forbidden @K

Discard chipped, cracked, or ;%fégn glassware and
equipment. Q}

When handling chemicals or so Qllo that are toxic and
easily absorbed through the protectlve gloves
and other protection to pr Qi %EE Ensure that
all protective gear w1ll qZ/ eached when around
such material.

O
Safety glasses mus <Z z?g% all times when working
with hazardous ma i scrlptlon glasses, which
are not of the Y e e not acceptable. Contact
lenses pose a%fi
t

ard and cannot be worn by
personnel wi ggles or face shield.

ence keep hands away from face.

\
When worhﬁﬁ? i
Ensure t ﬁébe clothing is worn when working with
ev:.denc@ té % be biologically contaminated or
haza ly if the handler has cuts, etc. that
may er a route of entry for such material.

Q% the laboratory work areas as clean and neat ag

possible. Be considerate of other personnel who may have
to work in common analysis areas.

Page 1 of 4



POLICY NUMBER: 91-912.00, cont.
POLICY SECTION: Laboratory Safety

Minor injuries (e.g.--cuts, burns, etc.)'requiring first
aid will be administered to immediately. Remember to
report any such accident when it occurs.

Do not use laboratory apparatus for food serving or
preparation. '

Discard contents of materials that are unlabeled or
unknown should the identification be unrea le. Every
effort should be used to ascertain the clisé of material
to be discarded, since proper containmqub t disposal is
important.

%Q

Reagents and Chemicals égb

A.

Q

Label all reagent containers waéh n and concentration
of material, date prepared() anéD expiration date if

appropriate. The initials Gf &%} individual preparing

such reagents should algqjﬁe %gg uegsson the label.
A\

Use a chemical fume Qgéa ring or working with

materialg that contzi or,

w
*$$§> oduce hazardous fumes.
Materials that produg é%@

dusts or aerosols should
also be used O

e hoods when wusing or
preparing. N\
o

O &E
Never test r%ﬁis ka.asting.
NS 2o *- -
Hazards gg 2%%? procedures associated with any
Dar e

chemica Q%& ed in Material Safety Data Sheets.
The kggorat v intains current MSPS files on all
chqub s used d stored in the respective laboratory.
Em yees should consult such information prior to

ling unfamiliar materials or if they have questions

<é&mmt how the compound is being used in the laboratory.
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POLICY NUMBER: 91-912.00, cont.
POLICY SECTION: Laboratory Safety

E. Many compounds used in the Bureau are known or gsuspected
carcinogens. These materials will be labeled with
appropriate notification on all such containers,

F. When smelling a chemical or reaction, use caution and
waft fumes to the nose. Never inhale directly over the
chemical or reaction.

Reagent Cleanup

Spills pose a significant hazard to the healt Qg? personnel.
Caution must be taken in cleanup to protecgb 11 concerned.
For chemical spills, proper and effecti equipment and
protection must be provided. Store safetzggiiponse equipment
away from chemical and reagent storage eas. Periodically
check this equipment to ensure it func 8 properly and that
an adequate supply is on hand. The ocedures listed below
are mainly concerned with cleanup of@ax chemical spills but
should be considered applicabha{?b o) nup.

A. ACIDS. Cover the contam%§ﬁte r ‘gith a neutralizing
compound such as sodinm b@a € or soda-ash and
slaked lime mixture 5 spill pillow. When
using the neutraliz'ﬁgfb 0! it is poseible to mix

c?ég

with water and mak‘\gh o) s y. After application to
the spill it is ibﬁé}t op up the mixture and wash
down the sink ué%hgq& ess of water,

OO '

B. BASES OR A I8\ 8€1ids should be swept up, diluted
with wat%)g an@ n@&lized with 6éM HCl in a large
plastic Qﬁ ¥3$g§r fter this process is completed the
solutioiDma e ed down the sink using an excess of
watex‘Q\Solu qg%é%gg be neutralized with acid and mopped

up, absorbed”’with a spill pillow. Again the mixed

SO lon may be discarded down the drain using an excess
©water. Care should be taken when adding acids to

<2§trongly basic solutions as a strong exothermic reaction
could occur, resulting in these materials contacting the
individual,
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POLICY NUMBER: 91- .00, cont,
POLICY SECTION: Laboratory Safety

C. FLAMMABLES AND COMBUSTIBLES, Ellmlnate all sources of

ignition and heat that exist nearby. Cleanup should
follow recommended procedures for the compound in
question.

D. GASES., Keep concentration of gas below the explosive
" range using forced ventilation. If a compressed gas tank
is the problem, remove the tank to an open area. Forced
ventilation of the contaminated area should be
undertaken. Ensure that any tank movement cis conducted
using safe practices as described elseﬁbere in this

document . Qb

Hearing protection may be required a d tanks that are
discharging from high pressures Tanks that are
determined to be defective ose a hazard must
immediately be returned to the %kﬂler

<< e

Whenever discharging any chemica do age system local
water control boards should evxegg&y be contacted to
determine if it is poss1ble c¢h activity and how
much can be flushed into t ,<§§Pntities too large to
discharge into a system sg% ne of the following as
action.

A. Absorb the mai.%l %Sbn@ an inert carrier or place
compound 1nto(§ after which the compound is
evaporated me hood. The carrier may be
burned o q§§$ 1n an acceptable manner after
removal

B. Abson ater o an inert carrier or absorbent, geal
per container, and dispose of all materlals in a
wag% hat is in compliance with public health procedures.
tions regarding this, may be addressed to the local
alth District Environmental Services Group. Material
Safety Data Sheets provide information regarding cleanup
and safety associated with compounds. This reference is
a good source of information concernlng this and other
topics related to the material in question.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-913.00
POLICY SECTION: Laboratory Safety

Subject of Policy: Chemical Fume Hoods

Date of Approval; October 1, 1991

.01

.02

.03

.03

Hood face air velocity (also called capture velocity) for
fume hoods in the respective laboratories should meet the

criteria listed below: )
<
A. 100 ft3/min/ft of hood opening is commended for
nuisance odors, corrosive materials ’%oderately toxic

materials, and trace quantities of (#umuclides

B. 150 ft°/min/ft? of hood opening 1s‘£écommended for hlghly
toxic materials and low max1mal misgible concentration
(MPC) radionuclides. <§§

Air velocity measurements are tg& 1ng the velometer
inside the hood and lowerin th@\ﬁa ntll adequate air

movement is reached. The sa 10 equlred to reach the
above c¢riteria should ma each hood, These
recommendations are c1te American Conference of
Governmental Industrlab\

Air velocity measufﬁh a hood are taken using a

e
velometer that is M@pwn éﬁ b§§ llbrated and working properly.
t routinely remains in a hood

Any laboratory E§&
should be pre @g \ime any measurements are taken to

ensure meeti ﬁ\alfgb uirements.

Laboratory\ventz systems should compensate for air
movemen Y exhau ng hoods. Air flow and pressure should
always such that an environment outside of a laboratory

wor <g} a 1s greater than the air pressure within the work
are

Fume hoods should be kept as clean and uncluttered as possible
to ensure airflow requlrements and provide an adequate working
area.
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- FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-914.00
POLICY SECTION: Laboratory Safety.

Subject of Policy: Evidence Handling

Date of Approval: October 1, 1991

The exposure of laboratory personnel police and court personnel,
and others should be kept to a minimum. The following guidelines
should be followed to ensure individuals are notqaexposed to
hazards.

A

.01 Bioclogical Hazards

o
A. Stained material will be submmt?égy in appropriately
packaged and secured contalners _

B. If evidence is submitted t g a risk due to

improper packaging or a ﬁzﬁk eaklng container,
consult trained personnel t 2émm e proper handling.

C. Never reuse contalnersVé? s@@% material that have
been contaminated.

D. Hazardous materia %1 that poses a health risk
will not be Opeeggbin é& égpdence reception area.

E. Evidence ha & oratory work areas must be
perlodlcal 1th hypochlorlte, Amphyl, or a
10% blea sol If the area is known to be

contamln t 1mmed1ately be sanitized using any

of tha§ aQQS ls.

.02 Drug Ev1ance

A. Igﬁgt all drug evidence as if it contains hazardous or
toxic material.

B. Avoid skin contact with drug samples and avoid breathing
dust produced when working with the evidence.
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POLICY NUMBER: 21-914.00, cont.
POLICY SECTION: Laboratory Safety

Use caution when opening evidence packagihg. Be aware of
hazards such as syringes, broken glass, etc. Do not
blindly remove evidence from its packaging.

.03 Firearm Evidence

A,

Firearms submitted to the laboratory must always be
checked and rendered safe before accepting such for
analysis. Check to ensure that no ammunitigy is present
in the chamber, magazine, or cylinde @"as well as
checking to ensure that the firearm is\\Xot cocked for
discharge. Firearm evidence received PS or the Mail
should be opened and checked immedi Y.

.04 Transportation of Evidence égb

A,

Transportation of evidence by<§é§e ﬁ%employees shall be
avoided except where itemg Q@Qre @Qr nally taken into
custody at a crime scene. Dfug éjldQFk should never be

transported or carried by@ergennel N either from scenes
or to court. The only”ﬁ§%e this would be small
quantities of prqugéor products seized at
clandestine labora yééggénqsf Exceptions to this
guideline must be &%a a with the Bureau Chief.

‘5\@\@ Q

» <&
O

RN

P .0

&
\
S o
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- FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 81-915.00
POLICY SECTION: Laboratory Safety.

Subject of Policy: Biological Hazard Safety

~

Date of Approval: October 1, 1991

.01

.02

.03

.04

.05

Avoid creating aerosols when opening containers which may be
under p051t1ve pressure. Open containers slowly and ensure
that the opening is not directed toward personel Avoid
forceful expulsion of fluids from pipettes. r completely
fill centrifuge containers, and ensure that Sgch are capped
during this process so no mater1al contamﬁgﬁtes equipment or
perscnnel,

Wear protective garments and gloves whqﬁ§&ork1ng with material

or evidence of this type. Conside use of disposable
garments when the likelihood of cong: Q@E;on is great during
manipulation of material. Pro ments are not to
enter areas outside of the la areas once they
have been involved in proce idence or material.
Wash hands after removing g enq§ enever contamination
is suspected.

Disposable garments, aterlals, or disposable
laboratory equipment ulating biological hazards
must be placed in a eptacle and rendered safe as

required by local<§3 L{?Dgzg' ines.

Laboratory wor &ﬁ? gﬁi{'e disinfected, using 10% bleach,

after manipu %; rd materials. This same solution
can be used equipment or material that has become
exposed Lok ologlcqgggj Laboratory apparatus (e.g.--test tube
racks, shou also be processed through a washing

perlodé@ ly

Consalt trained biological hazard persgonnel if questions or
problems arise with this type of material.
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER: 91-916.00
POLICY SECTICON: Laboratory Safety

Subject of Policy: Electrical Safety

bate of Approvalg October 1, 1991

.01

.02

.03

.04

.05

.06

Avoid use of extension cords whenever possible. If one must
be used ensure it is adequate to meet the electrical load and
withstand mechanical stresses to which it may bqysubjected.

Never overload a power outlet, This qgééies to surge
suppressor strips as well, to ensure tha ocads placed on
these do not exceed the load placed on t@s oom outlet,

-

Laboratory equipment and apparatus rqu§§ﬁng three pronged or
grounded outlets must be used witk} uch. No attempt to

mechanically alter the equipment {?5 S ice cord is to be
undertaken by laboratory personn O'L ory equipment with
damaged or' defective power c&rds r utlets that are

inoperative or damaged mus) b& T rted to building
maintenance personnel for é$£?a'f§?pri to being used for

i
service. A\
Q™ <@ |
Power cords must be ro%§gﬁ aNS& traffic areas.
Circuit breakers wif%;b% e%g%?Qh with the location or item

serviced. Equipmq%f labelled with the number or
location of the b e j<%> rotects it so that power can be
ir, N/

turned off as {; . C)
O

A surge sup§§éaé§> ld be used on all equipment where

possible. ~§

@i\ O

&S
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-917.00 :
POLICY SECTION: Laboratory Safety.

Subiject of Policy: - Instrumental Hazard and Safety

Date of Approval: October 1, 1991

Laboratory equipment and instrumentation possess mechanical and
electrical hazards: Hazards include extreme temperatures, high
voltage, high pressures, open flames, etc. Commong.sense often
dictates how to avoid such hazards but the follo g guidelines
should also be observed. Qb

A, Only individuals trained on theg@e of laboratory
equipment will be allowed to operﬁs uch.

B. Where the potential for elec{ﬁ?cal shock exists an
insulating floor mat is recom &nde

C. Long hair and loose flttlng<klotﬁé5% ’§St be secured when
a safety risk involving Eghh §£§1

Special equipment Drecautlons <2

A. BElectrophoresis g@lpn@t QO

1. Safety te ust be installed on all
electr ks to eliminate hazards from
electe} al

2, Al() ‘{3 termlnals must be shielded and

ring be exposed.

<Q Power supplies must be located near tanks so as to
<2<$) reduce the possibility of shock.
4.

Ground fault interrupters must be installed with
electrophoresis equipment when possible.
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POLICY NUMBER: 91-917.00, cont,
POLICY SECTION: Laboratory Safety

B. Laser sources

1. Follow manufacturer's instructions regarding proper
operation of such equipment.

2. Wear proper eye protection when operating or
' working with a laser source. Avoid directly
looking at a laser source or any material that

could reflect the laser beam.

&
&
%e}
G’)\O
\Q(\ Q*
C L
9 o
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FORENSIC SERVICES POLICY MANUAL

POLICY NUMBER 91-918.00
POLICY SECTION: Laboratory Safety.

Subject of Policy:  Firearms Handling and Test-Firing

Date of Approval: October 1, 1991

General Safetyv Procedures

.01

.02

.03

.04

.05

.06

Test-Firing Safgtxg:\

.01

.02

.03

.04

All firearms being submitted or handled will cge given an
inspection to ensure that the weapon is unlo§i§ﬁ and safe.

\
No firearms will be loaded in the laborator%gg§cept in defined

firing areas. Qb

Handle all firearms as if it they are Lééaed and follow safety
practices that assume such. Q§>

o . RN .
en doubt exists as to a flr@n's ;{11:\_/ to discharge

safely, then a remote firing d%g e t‘gg deployed.

. N
Report unsafe firearm handli CDungﬁée charge practices, or
problems that arise duri ogéa ith a firearm to the
O

proper supervisor.

AN
Personnel who handl \@fiﬁgarmag? ill be instructed, by a
gqualified instructo :Qb o) r and safe practices for
handling weapons.(\o \&'O &
) <

o’ O

O XX o9

When testyﬁéring eagﬁgapon, a second laboratory analyst or
g

supervis st be present. This second person will act as an
observe d be present to render aid should a problem arise.

Peré@ﬁhel present during the discharge of a weapon must wear
safety glasses and ear protection.

Check the bore and chamber area of weapons for obstructions
prior to lcading.

Firearms are to be loaded only in designated areas. Never

carry loaded firearms between testing areas and the
laboratory.
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POLICY NUMBER: 91-918.00, cont,
POLICY SECTION: Laboratory Safety

.05

.06

.07

.08

Forensic staff should be the only personnellpresent in the
test-firing area and are the only personnel who may use the
bullet trap apparatus.

Examiners conducting test-fires have control of the firing
area when such testing is being undertaken. Personnel who are
present in the facility during firing, should remain behind
the firearm's operator. Personnel present in the facility
during firing should always be kept to a minimumb

The firing area, and personnel routinely ugdfhg or who are
present within the firing facility, will beg§@sted yearly for

lead levels. If prolonged firing occu ver a relatively
short time period, it will be at the digc¥etion of firearm's
personnel as to whether more frequent ronmental testing is

undertaken, both to the facility and aminers.

Z
Prior to digcharging a weapon, Q%ﬁﬁhaqéﬁ% must announce the
commencement of firing in such¥Xas ﬁgnn as to alert all

personnel present. ’()® é\, Q/
O
x@ O O
ARG
RNZ &
® L8
& &
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